


| Unit | = Comm@nication Skills

Verbal & Non-Verbal Communication
Verbal:

*Spoken or written words

Examples: Interviews, speeches, meetings
Non-Verbal: | ‘
*Body language, gestures, facial expressions, tor
*80% of communication is non-verbal! :
“Your body speaks IoudT than your words.”

Active Vocabulary

*Using impactful, professional words in speech
*Helps in clear expression and confidence
*Regular reading & practice builds strongEg:
Instead of “good,” use “%fﬁcient,” “productive,” or “ski
* vocabulary




KOPPACT Syndrome
Breakdown of the KOPPACT acronym
(assumed format; if your syllabus gives
specific meaning, use that instead):

= - K — Knowledge

O — Observation

P— Presentatwn

P - Politene?

KOP helps maintai
while unicating!

LA -
“Speak with intentionkl,isten with atten“
Y .

Conversational Etiquette

*Greet politely

*Don’t interrupt

*Use formal tone when nee&d
*Show interest & listen actively
Golden Rule: Think before you speak.
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What is Emotional Inte‘lhgfe"nc\e (_ |
*Ability to recognize, understand, and-manage em‘otionsL—
*Helps in personal and professional relationships
*More important than IQ in many job roles! =
“Emotions drive behavior. Emotional Intelligence dlrecIs Iit™= . =3

The 5 Steps to Emotional Quotient (EQ) NS

1.Self-awareness — Understand your emotions
2.Self-regulation — Control emotional responses

3.Motivation — Drive to achieve goals

4.Empathy — Understand others' feelings A .
5.Social skills — Manage relationships effectively
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Empathy & Social Inte
Empathy: Feeling with people, not for people

1rr).
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«Social .Inkllige'ncg Reading people, adapting to situations

& Importa

nt for team leadership and resolving conflicts




Stresk Ma‘age : g Wi

1 What Is

Stress is your body's r
challenge or demand.
jonal, or mental. | .

00 much stregs affects focus, memory,
ence, and health.

L
! rdl
onto any ~ - k - ?thi 4'
I:Le phySICa.I’, / _ chnlque. (|nhale-.4, he
& 4. Journaling — Write do
to gain clarity
3.Meditation — Just 5 mins ¢
| the mind
O Stre @ 4.Physical Activity — Evena 1
. walk releases endorphins
5.Talk it Out — Share feelings
o friends, mentors, or parents JPR— -

cognize the Sigg
eartbeat or breath
eling overwhelmed or i
daches, sleep issues

of motivation \ th Failures
yone fails. It'sa s pne, not a

L

aly t went wrong? did you learn?
o : .
*Bounce Make ad an and move forward.

ODvem— -

Je respond that make e difference.”
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Unit 3: Functional Skills
&Resume Writing & CV Preparation A

*Highlight your strengths, skills, and achievements
“*Keep it clean, clear, and professional
*Customize for the job you're applyi
' Tip: Use action words like "led,

*Kesearch the company
e common g us_tions & ¢

B _Resume vs Curriculum Vitae
' esume: Short (1-2 pages), job-focuseg
: . Detailed a '
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Q Acing the Interview

</ Greet confidently

/ Stay positive — even about
< Ask thoughtful questions at t
7 Follow up with a thank-you

*Respect all opinions
s[CiSten actively, don't inter?k
*Encourage others — be a team
player

\Keep the goal in focus

1 3
rviews & Group Discussions
A:ﬁ’“o\ctlce like it’s real

~+Improve with feedback

o %Iflecord & review your performance

“Your communication is your personal brand

J‘
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trengths
eaknes
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*T — Threats
Q He 0 d'Yourself better and

nak car®er decisions

N\ I :
SOAR
Lo

l[‘ —Strength
- o JPPOrtu

jons

-.\
_ e

G\ <

1
°BuiIWconnectioﬁs with peers
and colleagues | a— /

*Practice empathy,
mutual respect

h

reat teams dare b | ot talent alone

. *R—ResU
(t-b’_'Focuses More




°Respect pw

eren :
Time Management
*Prioritize tasks (urgent vs important)
*Use planners, to-do lists, or apps

*Avoid multitasking & reduce distractions
» “Don’t manage time, manage your focus.”

Decision Making & Problem Solving
*Define the problem clearly

*Evaluate all options

*Choose the best path + take action

Z “Smart decisions come from calm minds.”

@ Prioritis
*Break large goals
*Focus on what matters most
*Track progress regularly

W “Master the art of connection, value every minute, choose wisely, an
kintentionally — success will follow naturally.”



¥ Unit 5: Personality Skills

® Attributes and Attitudes

Stay positive, proactive, and
humble

¥4 Leadership Skills

*Inspire and guide others

*Take initiative and responsibility *Be open to feedback and growth
*Build trust and encourage teamwork

Cultivate confidence without
® “A true leader doesn’t create followers,

. arrogance
they create more leaders. ® “Your attitude, NOCHEER 2

aptitude, will determine your "
altitude.”




:exa_m'ples o ,‘ ﬂ. ‘

* . sSocial leaders. listen, support and =
_uplift - 4“ -*.

- . *Choose |rLIuence over auihorlty‘,‘.,,'- —

. .® ‘Aboss has the title, a/éadex -r

ﬁas the peop/e =N
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